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 Workshop 

Locations 

 
Monday, January 11, 2016 

Webinar  

 

Tuesday, January 12, 2016 

Dublin 

 

Thursday, January 14, 2016 

Santa Ana 

 

Friday, January 15, 2016 

Sacramento 

 

Tuesday, January 19, 2016 

Webinar 



 

 Introduction of Homeland Security Grants 

Processing Unit 

 Overview of Financial Management Forms 

Workbook(FMFW) v1.15a  

 Reimbursements, Advances, Modification 

Requests, and Amendments 

 Post Award Requirements 
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Topics of Discussion 



The primary responsibility of the Homeland Security Grants Processing 

Unit(HS Grants Processing) is to process requests for Advances, 

Reimbursements, Modifications, and Amendments for Homeland 

Security Grant Programs. HS Grants Processing is also the lead in 

providing grant related information to support Cal OES’s annual report, 

California’s State Preparedness Report (SPR), and fiscal reports to the 

legislature.   

 

The Homeland Security Grants Processing Unit also: 

• Conducts workshops to our subrecipient on the FMFW and  BSIR 

• Programs the FMFW 

• Completes the Monthly Accomplishment Summaries Report which is 

posted on the Cal OES website 
   

Introduction 
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 Excel format with Macro and Non-Macro versions 

 Living Document 

 Used as a resource and reference for completing the BSIR in the 
Grants Reporting Tool(GRT) 

 Foundation for project planning 

 Used for multiple grant programs   

Note:  Separate Workbooks should be used for each Grant Program 

*Remember: 

 “Alterations to this document may result in delayed application approval, 
 modification, or reimbursement requests. Subrecipients may be asked 
 to revise and/or resubmit  any altered Financial Management Forms 
 Workbook.” 
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FMFW v1.15a  

Overview 



 Go to www.CalOES.ca.gov 

 Select “Cal OES Divisions” from the menu options at the top 

 Select “Grants Management” 

 Select “Grants Processing Programs” 

 Select  Homeland Security Grants Processing;  

     Financial Management Forms Workbook… 

 Select the version of the Financial Management Forms Workbook you need: 

   Financial Management Forms Workbook v1.15a for FY 2015 grants  

Financial Management Forms Workbook v1.14 for FY 2014 grants  

 

         Open and save the FMFW either to your hard drive, shared drive, or desktop. 

  Note:  Save the FMFW in ‘Excel 97-2003 Workbook(.xls)’ format  

 May also be saved as ‘Excel Macro-Enabled Workbook(.xlsm)’ format  

by Excel 2007 & 2010 users 
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Where is the FMFW? 

http://www.caloes.ca.gov/


 Equipment 

 Training 

 Exercise 

 M&A 

 Indirect Costs 

 Consultant-Contractor 

 Personnel 

 Authorized Agent  

 Summary 
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FMFW v1.15a Composition 

 Instructions  

 Grant Subaward Face 

Sheet 

 Authorized Body of 5 & 

Contact 

 FFATA Financial Disclosure 

 Project Descriptions 

 Project Ledger  

 Planning  

 Organization  

 

 

 

Comprised of seventeen(17) tabs.  Below is a list of the 

tabs in order of  their appearance in the FMFW: 
 



Provides detailed information on how to complete the 

Financial Management Forms Workbook(FMFW)    
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Instructions 



 Use the Grant Subaward Face Sheet(GSFS) to apply for grant 

   programs.  Each grant program requires its own separate GSFS 

 

 The GSFS has been formatted to print in ‘portrait’ mode; GSFS   

   submitted in ‘landscape’ mode will be returned and a new one 

will need to be submitted   

 

 Please provide an original signature of the Authorized Official 
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Grant Subaward Face Sheet 



 Use this page to list the Authorized Body of 5, Contact 

Information and any additional Authorized Agents (if 

applicable) 

 

 It’s a good idea to have at least one additional Authorized 

Agent (AA) listed. If one AA is not available, a second AA 

can sign requests for reimbursements, modifications, or 

amendments 
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Authorized Body of 5-Signature and 

Contact Information 



 The FFATA Financial Disclosure is used to provide 

information required by the Federal Funding Accountability 

and Transparency Act of 2006 

 

 If your organization is not subject to the FFATA Financial 

Disclosure requirements, check the “Not Subject to FFATA 

Financial Disclosure” box at the bottom of the page 
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FFATA Financial Disclosure 



 The Project Descriptions is used to identify the State Investment 

Justification, Goals/Objectives, Project Descriptions, Mission 

Areas, Core Capabilities, Capabilities Building, Need, and 

Project Milestones/Justifications   

 

 Be as descriptive and concise as possible using terms that are   

   universally recognized.  Include Project Letters when entering in 

the BSIR 
 

*Note: 

The maximum is 1,000 characters including spaces and a maximum 

of 20(A-T) projects 
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Project Descriptions 



 The Project Ledger is the basis for all project planning and the  

   backbone of the FMFW.   

 

 List all projects in alphabetical order(A-T)  

 

 Used as a resource for calculating and determining Law 

Enforcement  

   minimum requirement 

 

 Provides real time project balance including Total Approved,  

   Remaining Balance and Percentage Complete 
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Project Ledger 



 The Planning Tab is used to identify all planning activities 

 

 Provide the Final Product for each planning activity and 

Sole Source Procurement Information (if applicable)    

 

 Contact your Program Representative for more information 

or examples of Final Product 
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Planning 



 Use the Organization Tab to identify organizational 

activities   

 

 Contact your Program Representative for more information 
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Organization 



 The Equipment Tab is used to list all equipment. Provide  

the Authorized Equipment List(AEL) Number and Title and  

   Sole Source Procurement Information(if applicable) 

 

 Reimbursement  requests may not be processed without 

this information  
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Equipment (a) 
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Equipment (b) 

Find the  Authorized Equipment 

List(AEL) Number and Title at: 

https://www.fema.gov/media-

library/assets/documents/101566 

 

Select the “Navigation” link, 

then select “Authorized  

Equipment List”  

 

Equipment may be searched 

by item number, item title,  

keyword, or grant program  

 

https://www.fema.gov/media-library/assets/documents/101566
https://www.fema.gov/media-library/assets/documents/101566
https://www.fema.gov/media-library/assets/documents/101566
https://www.fema.gov/media-library/assets/documents/101566


 The Training Tab identifies approved training activities   

 

 Provide the Total number of Trainee(s), Sole Source 

Procurement Information (if applicable), Environmental 

Planning and Historic Preservation(EHP) Approval Date   

(if applicable) and Feedback Number for training activities 

 

 Reimbursement requests may not be processed without 

this information 
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Training (a) 



To obtain the Feedback Number 
from www.CalOES.ca.gov.   

 

1. From the homepage of the    
Cal OES website, type in      
“Training Request Form ”; in  
the Search Box 

a. Click on “California Specialized 
Training Institute”  

b. Scroll to bottom of page 

c. Click on “TRAINING REQUEST 
FORM” 

2. Or fol low the direct l ink below 
to the “Training Request Form ”; 
at: 

http:/ /w3.calema.ca.gov/WebPage/tr
ainreq.nsf/TrainRequest?OpenForm 
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Training (b) 

http://www.calema.ca.gov/
http://w3.calema.ca.gov/WebPage/trainreq.nsf/TrainRequest?OpenForm
http://w3.calema.ca.gov/WebPage/trainreq.nsf/TrainRequest?OpenForm


19 

Exercise 

 The Exercise Tab is used to identify all exercise activities   

 

 Provide the Environmental Planning and Historic 

Preservation(EHP) Approval Date, Sole Source 

Procurement Information, and After Action Report(AAR) 

information if applicable 

 

 Reimbursement requests may not be processed without 

this information 

 



Use the M&A Tab to provide detailed information on 

Management and Administration activities    

 

 

 

Management & Administration(M&A) 
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The Consultant/Contractor Tab tracks information on:  

 Who is being paid with grant funds; 

 What consultant/contractor costs are being charged to the 

grant; and 

 Keeps a breakdown of billable hours 

 

 

Consultant/Contractor 
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Use the Personnel Tab to provide information on: 

 Who is being paid with grant funds 

 What staff costs are being charged to the grant 

 

 

Personnel 
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Use the Indirect Cost Tab to provide detailed information on 

Indirect Cost activities  
 

 

 

Indirect Costs 
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 Submit one Authorized Agent Page for each Reimbursement,  
Advance, and Modification Request.    

 The expenditure dates must match the date on the payment 
request 

 The “REIMB or MOD Request #” and the “Amount This 
Request” fields must be completed 

 Please provide the name and title of the Authorized Agent  

 Please provide an original signature of the Authorized Agent 
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Authorized Agent 



Advances, Modification Requests, and 

Amendments 
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The following rules apply to Advance requests: 

 Expended within 120 days of receipt 

 Federal guidelines require Advances must be deposited 

into an interest bearing account and the interest must be 

tracked 

 Unexpended funds must be returned to Cal OES and 

modified into the FMFW 
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Advance Requirements 



 Subrecipients may retain $500 interest per Federal Fiscal Year 

for administrative expenses (per year, not per award)                                   

(FFY is October 1 through September 30) 

 Interest earned over $500 per Federal Fiscal Year must be 

returned to Cal OES on a quarterly basis 

 California Governor’s Office of Emergency Services  

            Homeland Security Grants Processing Unit 

  3650 Schriever Avenue 

  Mather, CA 95655 
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Advance Requirements (continue) 



 State Agencies are not permitted any changes or 

Modification to the submitted application without prior 

approval from Cal OES 

 Requested funds must be consistent with the Modification 

 Report changes in the BSIR via the Grants Reporting Tool 

(GRT) 
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Modification Requests 



 The Grant Subaward 

Amendment Form will be used 

to increase or decrease Grant 

Subaward amounts, 

disencumber funds and 

request extension of original 

performance period  

 

 Request the form from your 

Program Representative   

 

 Please provide an original 

signature of the Authorized 

Agent on the Amendment 
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Amendments 



Post Award Requirements 
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 You will continue to submit your BSIR until your 
Performance Period ends 

 Record Retention Period is 3 years from the date of your 
final BSIR submittal showing all grant funds have been 
expended. Once the final BSIR is submitted, Cal OES will 
report on your behalf. (Refer to 2 CFR; Part 200 § 
200.333) 

 A closeout letter will be issued for your records 

 Closed grants may still be monitored/audited during the 
Record Retention Period 

 

31 

Closeout 



 California Governor ’s Office of Emergency Services :               

www.caloes.ca.gov 

 Authorized Equipment List:                  

https://www.fema.gov/media-library/assets/documents/101566  

 Training Request Form:       
http:/ /w3.calema.ca.gov/WebPage/trainreq.nsf/TrainRequest?OpenForm  

32 

Important Links 

http://www.caloes.ca.gov/
https://www.fema.gov/media-library/assets/documents/101566
https://www.fema.gov/media-library/assets/documents/101566
https://www.fema.gov/media-library/assets/documents/101566
https://www.fema.gov/media-library/assets/documents/101566
http://w3.calema.ca.gov/WebPage/trainreq.nsf/TrainRequest?OpenForm
http://w3.calema.ca.gov/WebPage/trainreq.nsf/TrainRequest?OpenForm
http://w3.calema.ca.gov/WebPage/trainreq.nsf/TrainRequest?OpenForm


The Homeland Security Grants 

Processing Unit 
 

 

 

 

   Thank you for  

    your time! We 

    appreciate all  

    of your hard 

    work, and look 

    forward to  

    helping in any 

    way we can! 
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  Questions? 

 

Gina Avelar, Program Analyst 

(916) 845-8647  

Gina.Avelar@CalOES.ca.gov 

       

Dora Gomez, Program Analyst 

(916) 845-8656 

Dora.Gomez@CalOES.ca.gov 

 

Ed Allen, Program Analyst 

(916) 845-8227  

Edward.Allen@CalOES.ca.gov 

       


